Fall Inservice 2006

Easy Web Site for Instructors 

All Faculty Webmaster requests should be either:

· Emailed to online@lanecc.edu
or

· Submitted online by clicking the Webmaster Work Order link at: 

http://teach.lanecc.edu  

Presenter - Joe Escobar – (Just one of your Faculty Webmasters) 

Phone: (LCC) 463-5581 

Email Address:    escobarj@lanecc.edu    

Would you like an exciting and very easy to use website, custom made for instructors who 

want a web presence quickly, who don't want to spend a lot of time learning too many 

technical details, and who want the freedom to develop their site at their own pace.  If you 

can surf the web, click on form buttons, and have your syllabus, handouts, or other 

materials in electronic form (Microsoft Word), but still do not have your own web site at 

LCC, this session is for you. 

REQUIREMENTS: 

ANY web browser can be used to “see” your easy web site webpages. 

To take full advantage of CREATING web pages with easy web site: 

• Mac Users must use Firefox or Mozilla web browser for full functionality, NOT Safari 

• PC Users may use Internet Explorer, but are also encouraged to use Firefox/Mozilla 

When you contact your faculty webmaster using the Webmaster work order request form at: 

http://teach.lanecc.edu    

be sure to put “new easy web site” in the subject line and ask for a new web account WITH 

the easy web site for instructors installed. 

• Go to your website 

• Click the Instructor Login link 

• Your login name is your 

LastNameFirstInitial (all lower 

case) 

• To login for the first time, 

leave the password field blank 

This is the screen you will first see. 

• Enter the appropriate 

information 

• You can choose/use whatever 

password you want.  It is NOT 

connected to or related to any 

password or PIN you may use 

at Lane CC.

One of the BEST features 

of this website is that you 

can use the built-in web 

page editor, which looks 

and operates VERY MUCH 

like your familiar word 

processor.  Notice the 

bold, center, colors, and 

links buttons.  You can 

copy and paste text to this 

form, click SAVE, and 

voila, it is now a webpage. 

This web page form field 

operates the same way on 

every single page    of your 

website.  Simply make 

your changes and click the 

SAVE button. 

*NOTE* If you can’t see these familiar formatting icons, you aren’t using an approved web 

Browser.  Try Mozilla or Firefox (http://www.mozilla.org), two FREE, opensource browsers 

(which also happen to be faster than Internet Explorer and Netscape). 

This bar along the top of your website is only visible to you, the instructor.  You get to EDIT 

the pages, then you can click the VIEW tab to “see” what students and visitors to your site 

will see.  Click EDIT again to make more changes.  Feel free to bounce back and forth until 

you are happy with the way everything looks. 

As an instructor, you will use 

this section to add various 

classes to your website. 

• Simply type in a name 

and click new. 

A very helpful feature here is 

that you can (and should) create 

a separate class for ALL of the 

courses you teach in any given 

year.  THEN, use the following 

buttons (they appear when you 

have at least ONE class “created”) and you can can SHOW or HIDE the entire class, 

depending on what you are offering any particular term.  How convenient !!!

Once you create a course, that is when the functionality of this website REALLY starts to 

shine.  We’ve included the most common instructor tools/modules, including: 

• Syllabus 

• Handouts 

• Maillist - Class Email List 

• Discussion  - Bulletin Board 

• Grades – Post them Online 

• Links – to other Internet Sites 

And to access them, you simply turn 

the feature “on” or “off”. 

EACH CLASS can have its own set of 

tools.  Most courses need syllabi, but 

not all will have online grades or 

discussions.  Some classes will have 

instructor handouts and others will have a list of internet links for students to view. 

By turning the 

features “on” or 

“off”, the upper 

right-hand corner 

of the class home 

page will (or 

won’t) have the 

associated button 

links for students 

and visitors to 

click. 

Syllabus 

Just like the instructor homepage, the syllabus page includes the built-in web page editor. 

Copy and paste your syllabus (from MS Word) to this box and click SAVE.  Then, students 

can access (and print) it if they lose their instructor-provided copy. 

Handouts 

Use this form to BROWSE files 

on your hard drive and 

UPLOAD them to the server. 

Use the check box next to each 

handout to SHOW or HIDE it. 

You can put ALL of your 

handouts for the term on the 

website, but only “reveal” them 

when you want to.

Maillist 

Never again collect index 

cards with student email 

addresses scribbled on them. 

Until every student’s email 

address is in the Banner 

database (and instructors 

have easy access to email ALL 

of there class students at 

once), you can use a class 

email list. 

Students will ONLY see the 

ADD and REMOVE email 

address fields.  Click VIEW on the top banner.  ONLY instructors who are logged in will be 

able to contact email list members using the form above.  Click EDIT on the top banner. 

Discussion 

This easy to use bulletin board 

lets the instructor create the 

NEW TOPIC.  Students (and every 

person on the internet) can post 

their comments.  Of course, only 

the instructor has the ability to 

delete objectionable or off-topic 

posts, or even entire topics. 

Grades 

Instructors who keep their grades in 

Microsoft Excel (or any spreadsheet 

which can export CSV (comma 

separated) files, can posts their grades on their website for their students.  Just be sure to 

have the student L# or code word in the first or second Excel column. SAVE AS (a copy) in 

.csv format, BROWSE and UPLOAD and you won’t have to answer that age old student 

question, “Teacher, what’s my grade?” 

Links 

What website would be complete without 

the ability to add appropriate web links 

for interested students to get more 

information on a particular topic.  Type in 

a descriptive NAME, correctly enter the 

URL, and decide whether the links should 

only be on this page or appear on every 

class page in the right side bar.  Choose 

what looks and functions best for you.
